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Auditor-in<Chief . 3 May 1954

Chief, Records Managment Divigion
Management Staff s DD/A

Records Control Schedule

1. In accordance with the request of the Audit Office a
records management survey of the Office, including the Office
of the Auditor-in-Chief, was conducted by an analyst of the
Management Staff., The survey covered all records and was con-
cerned with their organization, use and disposition, As a re-
sult of this study, the attached recormended Records Control
Schedule is submitted for review and approval,

2, In developing this schedule, a physical inventory was
taken of the record holdings of both Offices to determine the
value of each series of records, It is felt that the values
assigned are realistic and give due consideration to the needs
of the Office and the interest of the Agency. The fact that the
function performed by the Audit Office and the records resul ting

- therefrom, corresponds to the functions of the Comptroller General,
made it imperative that extreme care be taken in determining the
value of the records, Tentative agreement was reached on the pro-
posed disposition plan]| . |
|;|of your Office and | lof this Office,

ollowing your consideration, the analyst who prepared the schedule
will discuss it at your convenience,’

3+ Concurrently with the disposition survey, consideration
was also given to the possibility of depositing some of your
material in the Vital Materials Repository, It was determined,
however, that it was not feasible to participate in this program
at the present time, Te present system for maintaining current
records was examined and found to be satisfactory,

L. This Office wishes to express its appreciation for the
help and cooperation extended the analyst by | |and
[ |of your Office,

Attachment
Records Control Schedule of the
Auditor-inChief and Audit Division
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RECORDS MANAGEMENT PROGRAM
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RECORDS CONTROL SCHEDULE
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SCHEDULE NO. : /"‘\@R [L; -
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DATE PREPARED

A zn E _ -g ;9[1 .
OFFI{CE, DIVISION, BRANCH AH 25
AT T TR el HuCHITEE - |
I TEM FILES IDENTIFICATION VOLUME TYPE OF FILING DISPOSITION INSTRUCTIONS
NO. (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT
1, | FIELD AUDIT GWIT TILE
A Consists of corraspondence and andit re- o3 Iy drawer safe | Permanent, Disposal not
* | ports between tho ficld audit teams and authorized, (Cutb off at end
the Auditor-in-Chief relating to the audit of 3 years; transfer o Hecords
of station accountings and thosc projocts Center 3 yoars thereafter,)
thich are controlled in the ficld, Tiled
alphabeiically by area.
(1952-195L)
2, | AUDITOR-IN~CHIEF SUBJECTY FILE
Congists of correspondence, rcports and o6 2 draver safc | Permanont, Disposal not
rolated records portaining to the ade anthorized, (Cub off a%t cnd of
pinigtration and operation of the audit every 3 yearss incorporate uith
function of the Agency not coversd by the fudit Office Subject Flle
CGAQ procedures. Flled alphabsiically described in I%en 7, and transier
by subject. w0 Rocords Center 3 years there-
(1951-195L) after,)
3, |PROJECT FILB
Consists of copies of correspondence and 1.3 L draver safec | Yerporary. Zraansfor Yo Audit
reporis vhich document the audit aspects Cffice vhen project is liguidated,
of covert projeets. (The materizl in this or socmer, if no longer needed
file is substeniially duplicated in the for rofercnce, (Upon transfer,
Project File, Item 8a,) Filed alphaboii- incozporate in Itenm 8a natorlal
cally by project. ’ not duplicated in thatv fllc and
(Current) destroy roneinder, )
st
Alr_\lr_urn\lnrl ForRelease-2005/44/21. - 000460020004~F
FORM NO. - (41)
1 NOV 83 36 269




Bpr804d489 0865000200047

I TEM
NO.

— ‘Approveﬁpgpwelgggl%gmggq o

X CATION
(Title, description, arrangement, and inclusive dates)

VOLUME
(Linear Ft)

YPE OF FILING
EQUIPMENT

DISPOSITION INSTRUCTIONS

he

5.

<N

CAREER SERVICE DOARD FILEB

Consigts of informational copies of the

minutes of mectings of the CIA Caveer

Service Doard, Filed chronologically,
(1951-195k)

REVERENCE PUSLICATIONS FILE

Consists of copies of CIA Regulations and
Fotices, WSC Directives and Cormercial
publications, Filed by type of issuance,

{IATE, 10GS

Record of all classifiecd material in-
cluding Top Secrob, received or dis-
patched by the office. Ialntained
primarily for security purposes, TIiled
chronologically,

(1952-1954)

A

2,1

d

i draer safe

°

L drawer safe

2 draver safa

Porporary. Destroy when no longer
necded for informational purposes.

Termorary, Uestroy vhen super-
seded or obsolete, or no longer
nooded for reference.

Tenmorary, Desbtroy waen 1 year
old., (Cut off at end of each
voar; destroy 1 year thoreafier.)
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DATE PREPARED

28 April 1954

OFFICE, DIVISION, BRANCH . APP| 25
AUDLIT CFFICE
I TEM FILES IDENTIFICATION i . N VOLUME TYPE OF FILING DISPOSITION INSTRUCTIONS
NO. (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT

7. QFFICE SUBJECT FILE

Gonsists of cowrespondence, reports and 2e b droer safo | Permanent, Digpogal not
volated forn records periaining to the aunthorized, {Cut off at end
afwministration and oporation of the Audid of every 3 years; transfer lo
Office. It congists of such subjects as Records Center 3 years there~
policies and procedures, ficld audit proe after,)

gramg, budget and finance matters and

othor subjects covering the activities
and functions of the Office, Filed
alphabotically by office subjoct £iling
systen,
(19L7-1954)
: /
8 PROJECT FILE
4

Thegse files refloct the audit function
as performed by the Audit Office for
Agency. .
a, Consists of correspondencc and reporis 2. b drawer safe | Pexmanent, Disposal not

i which documen® the aundit aspects of coverd authorized. (Place in insctive

‘ projects, Includes the adwinistrative file vhea projoct is liguidatod;
plan and audit veports, [iled alphaboti- transfor to Yecords Conteor conae
cally by project name, _ currontly with Ttem 7,)

(Current)
b, Consists of detailed work papers pro- 8.6 L dravey safe | Pernonont, ispegal nwot cuthor-
duced as a rosuld of an audit. Includes iged, (Plece in inactive file
inventories, bilance sheebs, profit and vhen project is liquidated;
loss statements, ond bank statomonts, . consolicdate with a, obove and
Filed alphabetically by project, transfor to Records Center cone-
| {Current) currently with Item 7.)
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VTEM FILES 1DE AT ; i
NO. (Title, description, arran:ement, Ia(r)lz inclusive dates) (Ljv,?:;’:—‘Ept) YPEqufrpMFE‘NL;NG DISPOSITION INSTRUCTIONS
PROJECT FILE (Continucd)
c, Consists of 5 x 8 eards which swamrize o3 17 tray Kordex | Yeimorary. Destroy when projecth
the information contained in a, atove, such is liquidatoed or when no longer
" | as doscription of project, objoctives, needed for referonce,
funds used, and the assigned auditor, Usad
as a ready reforonce. Filed alphabobically
) by projeet,
{Curront)
9+ FEIDRAIDA OF EXCTPTION FILE
2, Consists of Fomoranda of Exceptions 1.5 L dramor safe Permanent, Disposal not authorw
noted as a result of audit and veplies ized, (Place in inactive file
{rom Finance Division indieating action vheon cuception is cloared;
teken to rectify or clear such exceptions, .| Wransfcr to Records Contor cone
Filed numerically by excoption muier. currenuly with Ibtem 7.)
{Gurrent) :
b, Tog maintainod on § x 10} sheots for o1 b drever safc | Taporery. Destwoy 1 yoar after
the purpose of assigning a nurher %o oach exception number has beon assized.
cxeepltion, Filed numborically by oxcepbion
maber,
(Current)
10, UEPORT OF AURIT TILE
Consists of copies of conmloto audit ro- N k dvaer safe Permonoat, ‘rrnsfor to llocords
ports on Confidential Funds, Mled Conter.
chronologically by year,
(1946-1950)
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I TEM FILES IDEN ATION ! VOLUME ) FEIOF FILING DISPOSITION INSTRUCTIONS

NO. (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT

11, B SNIARY i

a, Consisls of a swiiarisation of all o3 Iy dreror safe
ofiice powsonncl ror: agslgansats.

; (1954}

b, Consists of weckly resords sulim biod 1.5 I drawver safe
< | by office personnol, e Inforrmtlon of
wich is posted o o, above, Wiled aluiiae
botleally by individuals! swmare,
(295%)

12, |HORE PAPED TPILA

N
Lo

o, Uonsists of exira copies of nachine

lisgtings usod by the suditors as a rocdy
reference to verify vericus sccoumn@ng ”
items, Piled chronolozicolly by figeal

yelz,

ot
.

(Gorrent)

b, Consists of exira copics of purchass G b draor sofo
ordors, shipping wlckots, and roceiving
docuientbs, Used by. the suditors o tood
tho accuracy of accown’ability rocordc,
Tiled alphobotically Ly project or stetion
and by documont nuwber theroundor,
(1953-195L)

b

/.

Torporary, PDestroy e 1 yoar
0ld, {Cub off{ at ond of cach
soary dectzoy 1 yeor thercafior,)

Terporary, Vesizoy after posiiag
W guinarisation sheeb,

Torporery. Dostroy vhon cupere
noded o obgolete, or vhom ac
Rongor nscded ity rofOPCnRCC,

L8

LoneTrarye  Lostroy wien simore
podad or ougoleto, or then no

Lonser noaded Zor refercuce,
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FILES IDEN

I TEM ATION VOLUME I’ YPEVOF FILING s
NO. (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT DISPOSITION INSTRUCTIONS

13, [HALE FILG (PURSOILIFL)

Consisds of copies of twavel orders, wravel o0 L draier safe Torporary, Sestroy then sapare
o vouchers, traialay roguests and Jopcomnel ated roa e Lffice,

. l|ecticas, olc, used in the smervision of
\ IAudit personncl. Filed alphabetically by
: SUTNANS,

. { Current)

ik, &«E&T)L 10Gs

Pecord of a1l clagsified material ineludias o h Grapor safe verporary. Dosbroy when 1 yoar
Top Secret, rocoived o disnatched by the old, {Cut off at end of cach
pffice. aintained prinavily for securliy year; destroy 1 year thersafior,)

purposes, Filed chromologically,
(1.9bh-195L) )

15, LIDRARY [IATERTAL

. o ’ . Teeet
Consists of bound volumes of the United 192 Boolighelves P 'a, b, Leturn o Library
States Code Annotated and Compizoller uircn ne lenger needed for
F Ceneralts Deciglons, laintained as a PeOranCe,

ready referonct,

16, REVERIRICE PUSLICATIONS FILE

Congists of copiss of GIA Regulations md 56 L drarer safo Toporosy. Lestroy when Supore
fotices, 030 and OPC Regulations, ete, seded or obsolote, or no longer
Piled by type of issuonce, needod for rolorenca,
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